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1. Purpose .

a. This regulation provides policies, responsibilities, and requirements
for the administration and management of the Corps of Engineers Real Estate
Career Program for realty specialists and appraisers, as well as requirements
for the Real Estate Career Intern Program.

b. Career referral procedures as well as guidance for completing the
registration forms and referral requests are inclu ded in EP 690-1-810, Corps
of Engineers Real Estate Career Program Handbook.

c. EP 690-1-810 also provides the Real Estate Training, Education, and
Development System (RETEDS) for realty specialists and appraisers along with
suggested training plans.

2. Applicability . This regulation applies to HQUSACE, major subordinate
commands (MSC), districts, and field operating act ivities having real estate
responsibilities.

3. References .
a. OPM Qualification Standards Handbook
b. DOD 1400.20-1-M
c. AR 690-335-1
d. AR 690-400
e. AR 690-950
f. ER 350-1-420
g. EP 690-1-810

4. Distribution . This regulation is approved for public release. Distribution
is unlimited.

This regulation supersedes ER 690-1-955, 30 September 1987
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5. Program Coverage

a. The Real Estate Career Program covers positions with the U. S. Army Corps
of Engineers in Series 1170, Realty Specialist or Realty Officer, and Series
1171, Appraiser. Employees not currently serving in real estate positions in
Series 1170 or 1171 but otherwise qualified, including employees in the excepted
service who possess personal competitive status, may participate on a voluntary
basis.

b. Non-Corps Federal employees, former employees with reinstatement
eligibility to the competitive service, and non-status applicants for Corps of
Engineers GS 1170 and 1171 positions at grades 12 through 15 may be considered
under outreach procedures outlined in paragraphs 14d, e, f, and g.

c. This  regulation does not cover positions or employees in the Senior
Executive Service.

d. AR 690-950 sets forth Department of the Army general policy and
requirements for the administration and management of Army civilian career
programs. Any change in that regulation will have application to the Corps of
Engineers Real Estate Career Program.

e. Recruitment, development, assignment, and promotion opportunities at all
grade levels will be provided entirely on the basis of individual fithess and
merit, without regard to race, religion, color, lawful political or other
affiliation, marital status, sex, age, national origin, or handicap.

6. General . The real estate mission in the Corps of Engineers involves four

major functional areas: acquisition, appraisal, management and disposal, and

planning and control of real property for the Department of the Army, the

Department of the Air Force, and for other agencies as assigned. The functions
are defined as follows:

a. Acquisition. The acquisition by purchase, lease, donation, exchange, or
condemnation of real property and interests therein necessary to the mission
assigned. Assisting in assessing land credits and title matters with local
sponsors under Project Cooperation Agreements. Participates in the negotiation,
prepa ration, and administration of relocation contracts. Responsible for the
administration of Public Law 91-646.

b. Appr aisal. The preparation and defense of valuation estimates relied
upon by the Corps of Engineers in the acquisition, management, and disposal of
real property, and for assisting in assessing land credits on cost-shared
projects. Includes detailed real estate estimates utilized in planning documents
supporting testimony before congressional committees, and for economic, financial
and market analysis, and other such documents.

c. Management and Disposal. The management and disposal of real property
under the jurisdiction of the organization. Managementincludes the negotiation,
preparation, and administration of outleases, easements, licenses, permits,
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concession leases, and agreements by which others utilize lands under the

admini strative jurisdiction of the organization. Also includes surveys and

inspections pursuant to law, executive order, or regulation designed to determine

the level of utilization being made. Responsible for managing and implementing
actions for the resolution of encroachments. Responsible for disposal of excess

real property. May also include the disposal and utilization of base closure

real property. May also include administration of applications under the

Homeowners Assistance Program and the disposal of property acquired under that

program.

d. Planning and Control. The preparation of real estate planning documents,
real estate budgets and budgetary input to the organization's budget, manpower
estimates for real estate projects, the preparation and accuracy of real estate
maps and legal descriptions, the preparation and submission of recurring real
estate status reports, the accountability of real property under the jurisdiction
of the organization, and the preparation of real estate audits of projects.
Serves as the focal point and repository of permanent land records, historical
files, statistical data, and map records of real estate transactions for projects
within the jurisdiction of the organization.

7. Objectives . The Real Estate Career Program is designed to meet current and
future staffing requirements through:

a. Planned Intake. The availability of highly qualified candidates for
future technical and managerial positions requires a commitment from commanders,
program managers, and supervisors in terms of available resources.

b. Career Appraisal. Real estate careerists will be rated against specific
knowledge, skills, and abilities determined through job analysis to be essential
for satisfactory performance in the position.

c. Career Referral. HQUSACE will establish and maintain an inventory of
career records for real estate employees, and other eligible employees, at grade

11 and above interested in and qualified for refer ral to vacancies at grades 12
through 15 in Series 1170 and 1171. Requests for referral will be submitted in
accordance with the procedures outlined in EP 690-1-810.

d. Career Development. A Master Intern Training Plan for real estate
interns is provided (see paragraph 12). Progression in the career field beyond

the intern level may be limited to one occupational area or may include
experience in all four functional areas. A Master Training Plan for the further
development of real estate careerists beyond the intern stage is included in the
RETEDS in EP 690-1-810.

8. Responsibilities

a. Local commanders are responsible for providing the necessary support to
accomplish  the objectives of this career program, subject to funding. This
includes the necessary funding for travel, per diem, and tuition for their real
estate employees to fulfill the recommended training specified in Appendix A of

this regulation and in the RETEDS in EP 690-1-810.
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b. The Director of Human Resources, HQUSACE, is responsible for convening
the Corps-wide real estate rating panels and for the issuance of referral lists
to fill position vacancies at grades 12 through 15 in Series 1170 and 1171.

c. Chiefs of Real Estate at districts are responsible for assuring that
interns are receiving training in accordance with the Master Intern Training Plan
(Appendix A), and that other careerists are afforded training and developmental
assi gnments as required. Guidance on individual development plans and
develo pmental assignments is in ER 350-1-420. The Real Estate Career Program
Master Training Plan for real estate careerists beyond the intern stage is
provided in the RETEDS in EP 690-1-810. As activity career program managers,
Chiefs of Real Estate are responsible for career program manager duties shown in
paragraph 1-22 of AR 690-950.

d. Employees. Employees in positions covered by this career program will
work with supervisors in preparing objectives and strive to improve knowledges,
skills, and abilities through self development and training.

9. Reaqistration and Referral

a. Registration in the career program is a prerequisite for referral to
vacan cies in Series 1170 or 1171 at grades 12 through 15. Registration is
accomplished by completion and submission of ENG Form 4897-R, Real Estate Career
Program Career Appraisal; DA Form 2302-R, Civilian Career Program Qualification
Record; and DA Form 4338-R, Civilian Career Program Availability Statement.
Instructions for completing and processing the forms are contained in EP
690-1-810.

b. Referral lists to be used in filling vacant positions in Series 1170 and
1171 at grades 12 through 15 will be issued by HQUSACE (CEHR-C). A reasonable
number of  best qualified candidates for promotion will be referred to the
selecting official. A separate group of candidates who have indicated interest
in reassignment or change to lower grade may also be referred.

c¢. Instructions for requesting and processing r eferral lists are contained
in EP 690-1-810.

10. Selection .

a. Selecting officials may choose any candidate on the competitive referral
list. When selection is from a group of competitive promotion candidates,
selecting officials must write the reason(s) for their selections. These reasons
must be based on one or more legitimate, job related reasons as to why the
selectee may be expected to perform the job most successfully.

b. Management is not required to select from the candidates on the referral
list. Management may fill a position through transfer, reassignment,
reinstatement, or selection from an OPM register, except as limited in paragraph
10e below.
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c. Selecting officials having referral lists for the position of Chief of
Real Estate will consult with the Director of Real Estate, HQUSACE, before a
final selection is made.

d. All candidates will be notified by the local Civilian Personnel Advisory
Center (CPAC) of selection/nonselection and of the name of the selected employee.

e. Selecting officials will not transfer, reassign, reinstate, or select
from an  OPM register any individual to the position of Chief of Real Estate
without first consulting with the Director of Real Estate, HQUSACE.

11. Training and Development. The objective of t raining and development is to
develop employees who will acquire a broad general knowledge of Army operations,

a specific knowledge of real estate functions, and technical competence in

specialized real estate occupational areas. Guidelines for training and

development for real estate careerists beyond the intern stage are set forth in
the RETEDS in EP 690-1-810.

12. Career Intern Program

a. The Real Estate Career Intern Program is des igned to provide a cadre of
well- trained, highly-qualified employees to meet future staffing needs of the
Corps' real estate mission, and to provide employees with the knowledges, skills,

and abilities required to advance to and successfu lly perform at the journeyman
and above grade levels. To assure adequacy and co nsistency of intern training,

a Master Intern Training Plan (MITP) has been deve loped (Appendix A). The plan
consists of specific rotational assignments for pr e-determined periods of time,
and is a combination of on-the-job, off-the-job, and formal classroom training.

This MITP is mandatory for all real estate interns.
b. Costs supporting real estate interns are funded by the local district.

c. The MITP covers a two-year period, dependent upon the entry grade of the

intern. Most interns are selected at the GS-5 level. Some individuals may
qualify for GS-7 based on academic preparation and/or experience. Employees
entering the program at either GS-5 or GS-7 will be afforded at least 16 months

of rotational assignments in the functional areas of real estate. A formal

training plan substantially in accord with the outline furnished at Appendix A

will be established and maintained for each intern. Upon the successful

completion of the first 12 months of the training plan, employees hired at either

GS-5 or GS-7 may be considered eligible for promot ion to the respective GS-7 or
GS-9 level.

d. Following successful completion of the 16-month rotational period,
interns are to indicate a functional preference for assignment; however,
placement is determined based upon local organizational needs. Management should
accommodate employee desires where possible. The intern will then complete his
or her internship in the assigned functional area or, at the discretion of the
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Chief of Real Estate, may continue to participate in rotational assignments.
However, if the intern is to be assigned to the appraisal function, the remaining
eight mo nths of internship must be spent in the appraisal function. After
successful completion of the training plan, the intern may once again be
considered eligible for promotion.

e. Beca use interns are considered to be in an official training status
throughout the internship, their performance must be evaluated more frequently
than on an annual basis in accordance with the Total Army Performance Evaluation
System (TAPES). This appraisal serves to meet the requirement for probationary
appraisal after eight months of employment as required by AR 690-400, Chapter
430.3. Supervisors must certify retention or removal of interns serving a
probationary period during the ninth month of employment. The intern's immediate
supervisor will serve as the rating supervisor. The Chief of Real Estate will
serve as the approving official, and may also be the reviewer.

f.  Supervisors will establish performance expectations to reflect the

training to be accomplished for each rating period. Requirements will be
provided to the intern at the beginning of the rat ing period, and will be based
on the MITP.

g. Performance that fails to meet set expectations is unacceptable.
Corrective action in the form of either delay in the rotation or removal is
required. Any rotation delay impacts on eligibility for promotion and permanent
assignment. If a fair or unsuccessful performance rating is contemplated,
supervisors should seek guidance from the local CPAC.

13. Functional Trainees

a. Local conditions such as manpower restraints, specific organizational
needs, and pending mission changes may dictate consideration of hiring functional
trainees. Functional trainees are hired to train for a specific function in the
real e state organization. They are not considered to be career interns and
therefore are not subject to the intern rotation requirements established by this
regulation, nor are they eligible for noncompetitive promotion to the target
grade unless locally justified and included in the local merit promotion
announcement.

b. Authority to approve the appointment of functional trainees instead of
career interns is vested in the Chief of Real Estate for the respective district
after consultation with the Chief of Real Estate in the division office.

14. Merit Placement and Outside Recruitment

a. Interns.

(1) The primary source for recruiting interns into the real estate career
field will be from accredited colleges and universities throughout the United
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States. The minimum qualifications for evaluating real estate interns will be

those specified by the Office of Personnel Management (OPM) for the grade and

class of work to be performed. Applicants with de grees or major studies in the
following areas are considered desirable for assignment at intern level in the

real estate career field:

Real Estate

Agricultural majors (i.e., landscape architecture)
Business Administration

Finance

Forestry

Natural Resources Management

Engineering majors (i.e., environmental, civil, etc)
General Economics

Business Economics

Law

(2) Interns will normally enter the program at grade GS-5. However,
applicants who qualify at GS-7 may be appointed at that grade.

(3) The area of consideration to be used in filling intern positions will
vary dependent upon the needs of a particular organization, local labor market
conditions, and local affirmative action and Federal equal opportunity recruiting
plans. In-house candidates, if considered, will be evaluated under procedures
established by the local merit promotion plan.

b. Technical Specialists (GS-9 and GS-11). Recruitment for positions above
the intern level and below the HQUSACE mandatory referral level may be
accomplished through local merit promotion procedu res, reassignment, use of OPM
registers and/or outreach procedures. Authority to determine the area of
consideration is delegated to local commanders. Evaluation of candidates for
these positions must be based on a job analysis of the position to be filled and,
as a minimum, must comply with local merit promotion plans.

c. Senior Level Positions. Senior level positions, grades 12 through 15 in
Series 1 170 and 1171, will be filled by use of the Real Estate Career Program
referral inventory maintained by HQUSACE, except as authorized in paragraphs 15,
16, and 17.

d. Local commanders are authorized and encouraged to pursue the recruitment
of well-qualified minorities and women at all grade levels. Local announcements
for positions at the mandatory referral level issued to accomplish this outreach
must cont ain a notation to the effect that current employees of the Corps of
Engineers will be considered under the procedures established by this regulation.

e. Employees of the Department of the Army not currently serving in
positions covered by the USACE Real Estate Career Program may register in the
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inventory on a voluntary basis. Registration and appraisal procedures are
outlined in EP 690-1-810.

f. Non-Army status applicants being considered for positions higher than the
grade last held must be competitively considered. For this purpose, external
status applicants must register in the USACE Real Estate Career Program as
directed by paragraph 9a. Registration forms received in response to specific
outreach announcements from these applicants for position vacancies at the
mandatory referral level will be forwarded to HQUSACE (CEHR-C), WASH DC
20314-1000, and, for each outside status applicant, a copy of the letter prepared
atthe local level which provided the supplemental instructions to the applicant.
Applicants will be instructed to return completed documents to CEHR-C within two
weeks. Applicants should be further advised that failure to return the documents
within the prescribed time will result in no further consideration.

g. Candidates eligible for consideration from an OPM register will not be
ranked with career program registrants and may be appointed without requesting
a career referral list or competition with current Federal employees. See
paragraph 10e regarding selection of candidates for the position of Chief of Real
Estate.

15. Exceptions to Competitive Procedures at Mandatory Referral Levels

a. Competitive procedures will not apply to the following:

(1) Promotion of a qualified employee resulting from the upgrading of an
occupied position (without any major change in duties and responsibilities)
because of:

(a) issuance of a new classification standard, or

(b) an initial classification error.

(2) Promotion of a qualified employee because of a classification change
based on unique qualifications and ability of the employee (See OPM Intro-
duction to the Position Classification Standards, Section Ill, paragraph k).

(3) Reassignment of a qualified employee resulting from the downgrading
of an occupied position because of:

(a) issuance of a new classification standard, or
(b) an initial classification error.

(4) A position change made under the reduction-in-force (RIF)
regulations.
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(5) Promotion resulting from special consideration for repromotion. (See
paragraph 16)

(6) Promotion after failure to receive proper consideration (priority
consideration). (See paragraph 17)

b. Referral procedures normally will not apply to the actions below if
the individuals are otherwise qualfied for the position. The activity
CPAC, in consultation with the Chief of Real Estate, may make a decision to
apply local competitive procedures to these actions.

(1) Details to higher grade positions for 120 days or less.
(2) Temporary promotions for 120 days or less.

(3) Position changes to avoid adverse actions under RIF procedures,
transfer of function (TOF) procedures, or discontinuance of activities.
(NOTE: Assignments to positions of higher grade or to positions with known
promotion potential are not included under this provision).

(4) Promotion of an employee when his or her position is reclassified to
a higher grade because of added duties and responsibilities. However, in
these cases, the conditions below apply:

(a) There are no other employees in the organization, supervised by the
selecting official, performing duties similar to the duties of the position to
which new duties and responsibilities are to be added.

(b) The employee continues to perform the same basic function while the
duties of the former position are administratively absorbed into the new
position.

(c) The addition of the duties and responsibilities does not adversely
affect another occupied position, such as abolishing the position or
reducing its known promotion potential.

(5) Assignment from a position having known promotion potential to a
position having no higher potential.

c. Competitive procedures need not apply to the actions listed below:

(1) Areassignment or a change to lower grade (CLG) to a position with no
known promotional potential.

(2) Promotion without current competition when an employee was selected
earlier for a position classified at a lower grade for recruitment purposes,
provided:
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(a) the area of consideration for recruitment at the lower grade was at
least as broad as the HQUSACE mandatory referral level for recruitment at the
full performance level;

(b) the promotion potential was made known to all potential applicants;
and,

(c) the recruitment plan was documented to show the intended career
ladder.

16. Special Consideration for Repromotion at Mandatory Referral Levels

a. Selecting officials will give special consideration for repromotion to
eligible qualified employees before choosing to fill vacancies by competition.

b. Employees due special repromotion consideration are referred to the
selecting official before those due priority consideration. (See paragraph
17).

c. Placement of eligible qualified employees at the employing activity
may take precedence for DOD Priority Placement Program registrants in priority
status 1, 2, or 3. (See DOD 1400.20-1-M)

d. Eligibility.

(1) Special consideration for repromotion will be given to employees who
have been involuntarily placed in lower grade positions without personal
cause and not at their request. Acceptance of a lower grade position in place
of RIF, TOF, or demotion because of classification error is not demotion at
employee's request. Involuntary placement at a lower grade may be caused by:

() RIF;

(b) correction of a classified error;

(c) return from overseas; (See paragraph (4) below);

(d) declination of reassignment outside the commuting area under transfer
of function; or

(e) handicapping condition.

(2) Candidates must be a current DA employees, be in the area of
consideration for the position, and be qualified for the position to be
eligible for special consideration for repromotion.

(3) If the employee is qualified and interested, special consideration
must be given for positions:

10
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(a) at or below the grade from which demoted,

(b) in the pay group or schedule that covered the employee before
placement in the lower grade position.

(4) Employees who have returned from an overseas area are eligible if
they are qualified for the position and if they have:

(a) been placed in a lower grade position by exercising their
reemployment rights;

(b) not been offered another position in the Continental United States
(CONUS) that would have retained their grade.

(c) completed an overseas assignment under terms of the present
agreement; and

(d) not returned to CONUS early for personal reasons.

(5) Eligibility will not be granted to employees demoted to correct a
procedural, regulatory, or program violation.

(6) Employees will not be given special repromotion consideration for
positions that offer promotion potential beyond the grade held at demotion.

(7) An employee who has been involuntarily reduced in grade at any time
and who is receiving pay, grade, or salary retention benefits will be granted
repromotion consideration for either:

(a) two years from the date of the CLG, or
(b) until retention benefits cease; whichever period of time is longer.

(8) An employee who has been involuntarily reduced in grade on or after
15 January 1981 and who is not receiving pay, grade, or salary retention
benefits will be granted repromotion consideration for a two-year period
following the CLG.

(9) If an employee declines a valid job offer, repromotion consideration
will end at and below the grade level of the position declined.

(10) A valid job offer is a full-time continuing position at the grade
level for which the employee has expressed interest and availability. Valid
job offers do not include offers such as:

(a) an offer that, in the opinion of the employee's servicing CPAC, would

create an unreasonable difference in working conditions such as excessive
travel, hazardous work, or extreme physical requirements;

11
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(b) an offer of a position to which another person has reemployment or
return rights;

(c) an offer of a position at any activity that has been identified for
closure, major RIF, or relocation; or

(d) an offer that requires a mobility agreement when the employee is not
serving under a mobility agreement.

e. Procedures. Employees who have been involuntarily placed in lower
grade positions must request special consideration for repromotion. Requests
will be made using DA Form 4343-R, Civilian Career Program Repromotion
Registration. (See Appendix I, AR 690-950 for form and instructions).

17. Priority Consideration

a. Priority consideration, as defined by AR 690-950, will be given to an
employee if the employee was qualified for the position and was not properly
considered in a previous competitive promotion action. For example, the
employee's name was not referred and should have been, or the selecting
official did not receive accurate information from the referral activity on
the candidate, etc. These employees will be considered for the next
appropriate vacancy before the competitive list is referred to the selecting
official. An employee is due one priority consideration for each time he or
she failed to receive proper consideration.

b. An appropriate vacancy is one for which the employee is considered
well qualified and for which he or she has declared geographic mobility.

c. An employee's promotion by means other than priority consideration to
the grade for which he or she failed to receive proper promotion consideration
eliminates the need to grant the individual further priority consideration for
promotion.

d. Employees eligible for priority consideration may submit updated
career program registration forms when new rating panels are announced.

FOR THE COMMANDER:

Lt rvle—

1 Appendix OTIS WILLIAMS
APP A, Master Intern Training Plan Colonel, Corps of Engineers
Chief of Staff

12
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Estate Career

Intern Program

MASTER | NTERN TRAI NI NG PLAN

Trai ni ng Program Qut li ne Type Ti me Know edge, Skills, and Abilities To Be
Content Description Frame Acqui red
1. General Orientation 1 Week Vhen this training is conpleted, the Intern
will be able to:
a. Enployment Orientation D
(1) Civil sex-vice appointnent status, Denonatrate an understanding of the
enpl oyee benefits, code of conduct, provisions, benefits, and responsibilities
security requirenents. of Federal enployment.
(2) Corps of Engineers Real Estate Denonstrate an understanding of the
Career Program provisions and structure of the Real Estate
Career Program
b. Organization of the Federal D
Gover nnent
(1) General O ganization of the Federal Describe the organization of the Federa
gover nnent Covernment, the Department of Defense, the
Department of the Arny, and the Corps of
(2) Overall organization of the DOD and Engi neers.
DA
(3) Organization of the Corps of
Engi neers
¢. Organization and function of the real DEM Describe the role of the real estate
estate mission of the Corps of Engineers. D function in the Corps of Engineers,
identify its major customers, and identify
(1) The Real Estate Directorate the review and approval chain.
(2) The organization and function of
real estate at Division |leve
(3) The organization, function, and
nmssion of the activity to which assigned

v xtpuaddy
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Estate Career

Intern Program

MASTER | NTERN TRAI NI NG PLAN

Trai ning Program CQutline Type Ti me Know edges, Skills, and Abilities To Be
Content Description Franme Acqui red
2. On-the-job rotation training. |Interns 2 Years
will be rotated between the functional
el enents of Real Estate.
(The order of assignnent and the tine frame
for each may vary fromthe order given in
this plan. But once an assignment is
begun, it will be continuous. )
a. Assignment to the Planning and 4 Mont hs When this training isconpleted, the Intern
Control Function will be able to:
(1) Oientation to the Planning and D Denonstrate an understanding of the inpact
Control function of the P&C function on the admi nistration
of the real estate mission and the
(2) Review of the regulations applicable RR interface necessary with other elements of
to the P& function the Corps and its custoners.
(3) Oientation to Programs and Project 0
Managenment DEM Acquire a basic understanding of the
district's Programs and Project Mnagenent
functions and Real Estate's interface with
then. Obtain an understanding of a
project's life cycle.
(40 Orientation to automated data SA
systens including, but not linmted to, Real DEM Be know edgeabl e of automated systens and
Estate Managenent Information System their application to Real Estate
(REMS), Recruiting Facilities Managenent
Information System (RFMS) , and Corps of
Engi neers Financial Mnagenent |nformation
Syst em ( CEFMB)
(5) Prepare legal descriptions under the | SA Draft unconplicated | egal descriptions and
supervision of a senior enployee utilizing interpret nore conplex ones.
maps, plats. deeds, tract

L6
€G6-1-
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Estate Career

Intern Program

MASTER | NTERN TRAI NI NG PLAN

Trai ning Program Qutline Type Ti me Know edge, Skills, and Abilities To Be
Content Description Frame Acquired
ownership data and other available
i nformation.

(6) Assist senior enployees in the Denonstrate a know edge of the planning
preparation of real estate plans, reports, SA process and the integral role of real
and sunmaries in other docunents. Assist estate val ues.
in the devel opnent of data and
i ndependent|ly develop the |ess conplex
portion thereof.

(7) Assist senior enployees in the
reparation of real estate audits, SA Accomplish small and unconplicated real
i ncluding checking deeds and other estate audits.
instruments against project maps and
aut hori zi ng docunents.

(8) Assist senior enployees and Intelligently discuss real estate
participate in the devel opment and SA financing, funding and scheduling including
presentation of real estate schedul es, their relationship to design and
budgets, and progress reports and interface constriction of buildings and ot her works.
with Project Mnagenent.

(9) Attend the PROSPECT Pl anning and
Control Course. If not offered during the RR
P&C assignment, it should be taken at the D
earliest opportunity.

b. Assignnent to the Appraisal Function D 4 Mont hs When this training is conpleted, the Intern

wll:

(1) Overview of the Appraisal function

Have know edge of regul ations, policies and
| aws that serve as guides for appraisal
actions in the acquisition, managenent, and
di sposal of Government real estate; have an
understandi ng of the role the Appraisal
function has in the overall scheme within
Real Estate in division, district, Project
Management, and HQUSACE.

L6 ung Qg
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Estate Career

Intern Program

MASTER | NTERN TRAI NI NG PLAN

Training Program CQutline Type Ti me Knowl edge, Skills, and Abilities To Be
Content Description Frame Acqui red

(2) Assist a senior appraiser in the DEM Have know edge of planning docunent
preparation of planning document SA requi rements and possess the ability to
requi rements, gross estimates/appraisals. col l ect and assenbl e base data used in the

apprai sal planning docunents; have
know edge of the role the Appraisal
function plays in the planning of a
proj ect.

(3) Assist a senior appraiser in the Devel op know edge and understandi ng of the
preparation of specific site appraisal SA Uni form Standards of Professional Appraisal
reports, highest and best use study, market Practices (USPAP) ; possess the ability to
analysis, feasibility study, hazardous- recogni ze the applicable nethodol ogy used
t oxi c-radi ol ogi cal -waste (HTRW study, in the various types of appraisal reports,
research and anal ysis of market data, court studies, analysis, etc.
testimony.

(4) Under the supervision of a senior Develop a skill in dealing with the general
apprai ser, prepare appraisal reports on SA public for the purpose of collecting market
unconplicated |ow valued properties. Under data, property inspection, etc. ; gain
the guidance of a review appraiser, know edge and experience in conmposing non-
participate in the appraisal review conpl ex appraisals that neet the
process. requi renents of US PAP;, have a know edge of

the interface of the appraisal and
apprai sal review process.
Have know edge of the policies,

(5) Assist in the preparation of the DEM regul ations, and |aws that serve as guides
scope of work and the devel opment of SA for appraisal service contracts; gain
technical qualifications or other experience in devel oping the base data for
docunental ion to contract for appraisal an appraisal service contract.
services.
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Real

Estate Career
MASTER | NTERN TRAI NI NG PLAN

Intern Program

Training Program Cutline Type Time Know edges, Skills, and Abilities To Be ||
Content Description Frame Acquired - I

(6) Attend course (s) on basic appraisal RR
principles and procedures. Read and study D
the latest version of "The Uniform
standards of Professional Appraisal
Practice” (USPAP) Attend the PROSPECT
Apprai sal and Leasing course. If it is not
offered during the Appraisal assignnent, it
shoul d be taken at the earliest
opportunity, Attend fornmal conputer
training, as warranted.

¢c. Assignnent to the Acquisition 4 Mont hs When this training is conpleted, the
function. Intern will be able to:

(1) Orientation to the Acquisition D Describe the Acquisition function and its
function. relationship to other functions of the Real

Estate mission.

(2) Review of regulations applicable to RR Denonstrate an understanding of the actions
the acquisition of real property and D and constraints thereon in the acquisition
interest therein. of real property and interest therein by

the United States.

( 3 ) Hands-on experience with senior SA Denonstrate a know edge of estates in real
Realty Specialists in negotiation for the property. Discuss and explain realty
acquisition of real property and interests practices, procedures, and basic |aw
therein. relating thereto. Possess a worKking

know edge of land titles, |egal
descriptions, land plats, and appraisal
reports.

Understand the inpact of environmental,
cultural, and HTRW processes on the
acquisition function.

[4) Review of condemation procedures RR Qutline procedure by which private property

D is acquired by the Government and the
protection afforded the owner thereby.
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Estate Career

Intern Program

MASTER | NTERN TRAI NI NG PLAN

Training Program Qutline Type Ti me Know edges, Skills, and Abilities To Be
Content Description Frame Acqui red
(5) Hands -on experience wth senior RR Di scuss and describe benefits available to
Realty Specialists in assisting, SA di spl aced persons and busi nesses under PL
i nvestigating, and processing relocation 91- 646.
assi stance clains.
(6) Assist Realty Specialists in D Be fanmiliar with the real estate role and
oversight of real estate activities under SA responsibilities in the oversight of
PCA agreenents. sponsor acquisition activities under PCA
agreements, to include crediting plans,
| egal capabilities, and financial
capability.
(7) During the latter part of the SA Properly conduct unconplicated realty
training period the intern should, if negoti ations.
possi bl e, conduct one or more unconplicated
negotiations for the purchase or |ease of a
property under the supervision of a senior
negoti ator.
(8) Attend the PROSPECT Real Estate RR
Acquisition course. If it is not offered D
during the Acquisition assignnment, it DEM
shoul d be taken at the earliest
opportunity
d. Assignment to the Managenment and 4 Mont hs Wien this training is conpleted, the Intern
Di sposal  function. will be able to:
(1) Oientation to the Managenent and D Explain the M&D function and its
Di sposal function. relationship to the other functions of Real
Estate.
(2) Review the regulations applicable to RR Denonstrate a working know edge of
t he managenent, disposal, and use of procedures and policies relative to the
government real property and real property use, managenent, and di sposal of
conponent s. Governnent -owned or controlled real
property.
(3) Hands -on experience under the SA Conduct unconplicated utilization
direction of senior Realty Specialists in i nspections.
conducting and preparing reports on
utilization inspections.
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Real Estate Career Intern Program
MASTER | NTERN TRAI NI NG PLAN
Trai ning Program CQutline Type Ti me Know edge, Skills, and Abilities To Be
Content Description Frame Acqui red

(4) Assist senior Realty Specialists in SA Conduct unconplicated conpliance
maki ng and preparing conpliance inspections i nspections and strongly support senior
and reports. realty enployees in the preparation of

compl ex inspections.

(5) Assist senior Realty Specialists in SA Possess a working know edge of outgrant
the preparation of outgrants and procedures and be able to identify and
environment al prelimnary assessnent di stinguish various types of outgrants
screening (PAS)

(6) Assist senior enployees in SA In applicable districts, will have
processi ng Honeowners Assistance Program RR know edge of Homeowners Assistance Program
(SAP) applications, where such prograns (SAP) and Base Realignnent and O osure
exist. (BRAC) Program

(7) Assist senior realty enployees in SA Prepare and process unconplicated
the preparation of Declaration of Excess, Decl arations of Excess, terminations of
BRAC actions, and other disposal docunents. i nl ease agreenents, and restoration clains

Describe the disposal process for hay,
timber, buildings, mnor l|and sales, and
t he environnental PAS process.

( 8 ) Hands-on experience under the SA Devel op Conputer skills in REM S and ot her
direction of experienced real estate staff DEM applicable systens.
in automated data processing and systens.

(9) Attend the PROSPECT Managenent and RR
Disposal Course. If it is not offered DD
during t he M& D e DEM
taken at the earliest opportunity,
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Estate Career

Intern Program

MASTER | NTERN TRAI NI NG PLAN

Trai ning Program CQut1line
Content Description

Type

Ti me
Frame

Know edges,

Skills, and Abilities To Be
Acqui red

3. Conpl etion.

a. At the conclusion of the 16-nonth
rotational period, the Intern will indicate
the functional area he or she prefers for
permanent assignnment. The Chief, Rea
Estate Division, will make the assignment,
to the extent possible, and the Intern nay
conplete the remaining ei ght months of the
intern training in the assigned functiona
area

b. At the discretion of the Chief, Rea
Estate Division, the Intern may be
permitted to continue training on a
rotational basis for the remaining eight
nont hs, provi ded the permanent assignnent
of the Intern will not be in the Appraisa
function. The Intern nust conplete the
remai ning ei ght months of internship in the

Apprai sal function if it is to be the
permanent assi gnnent.

¢c. Additionally, at the discretion of
the Chief, Real Estate Division, and with
the concurrence of the appropriate Division
chief, the Intern may conplete the
remai ning eight months, in whole or in
part, in other related organizationa
el ements such as Planning, Prograns/Project
Managenent, Natural Resources, etc

d. At the end of the 16-nonth rotationa
period, the intern training plan shall be
amended to provide for the Intern's
training for the remaining ei ght nonths.
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Trai ning Program CQut 1li ne
Content Description

Real Estate Career Intern Program
MASTER | NTERN TRAI NI NG PLAN

Know edges,

Skills,

and Abilities To Be

Acqui red

Legend:

D

DEM -
RR -
SA -

Di scussion

Denonstration
Requi red Reading
Supervised Activity or Assignnent

Time Frame - Suggested
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Real Estate Career Intern Training Plan
Exhibit A

Proposed Schedule
PLANNING AND CONTROL FUNCTIONS

1. General Schedule Time Frame
(weeks)
a. Overview of P&C Functions
b. Cadastral Functions
c. REPR, LEPR, REP and RES
d. Budget Preparation and Tracking
e. Real Estate Files and Audits
f. Automated Data Systems
g. Formal Classroom Training
2. Functions To Be Performed:

a. Overview of P&C Functions. Read chapters 1 through 3 and 12 through
16 of ER 405-1-12, and other pertinent regulations and policy guidance.

b. Cadastral. Be able to identify tracts on segment maps, verify their
legal descriptions, compute acreage, and plot simple uncomplicated legal
descriptions. Become familiar with CADD capabilties.

c. REPR, LEPR, and Summaries In Other Documents. Assist senior realty
specialist in the preparation of Real Estate Planning Reports (REPR), Lease
Planning Reports (LEPR), and Real Estate Plans (REP) or Summaries (RES) for RECON
Studies and Feasibility Reports.

d. Budget Preparation and Tracking. Assist budget analyst in the
preparation of the budget and development of reports for tracking the annual real
estate budget. Process obligations and expenditures and become familiar with the
control of civil and military funds.

e. Real Estate Files and Audits. Learn file procedures for the various
functions and the central files. Review the audit process and understand the
purpose and use of historical files.

f. Automated Data Systems. Learn the various automated data systems

available, such as REMIS, to assign and track real estate activities, real estate
funds, and perform historical data research.

A-13

ER 690-1-955
20 Jun 97



ER 690-1-955

20 Jun 97
Real Estate Career Intern Training Plan
Exhibit B
Proposed Schedule
APPRAISAL FUNCTIONS
1. General Schedule Time Frame

(weeks)
a. Overview of Appraisal Functions

b. Real Estate Cost Estimates

o

. Specific Site Appraisals

o

. Review Appraisal Process

)

. Contract Appraisal Process

—h

Formal Classroom Training
2. Functions To Be Performed:

a. Overview of Appraisal Functions. Read chapters 4 and 12 of ER 405-1-
12, and other pertinent regulations and policy guidance. Read the "Uniform
Appraisal Standards for Federal Land Acquisitions" and the "Uniform Standards of
Profes sional Appraisal Practice” (USPAP). Review incoming and outgoing
correspondence to gain familiarity with procedures and functions.

b. Real Estate Cost Estimates. Assist senior appraiser in the preparation
of gross estimates/appraisals and other planning related documents.
Independently prepare low value cost estimate.

c. Specific Site Appraisals. Assist senior appra iser in the preparation
of various types of appraisal reports, studies, and analyses. Independently
collect market data and prepare appraisal reports on uncomplicated low value
properties.

d. Review Appraisal Process. Observe appraisal review of various types
of appraisal estimates and reports for the purpose of understanding the appraisal
and review process.

e. Contract Appraisal Process. Assist senior appraiser in the development
of a scope of work, preparation of a target cost e stimate, and other background
information for negotiation or solicitation and award of appraisal service
contracts.

f. Utilize automated data systems, such as REMIS and software

applications, to track progress of assigned activities and to perform historical
data research.
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Real Estate Career Intern Training Plan
Exhibit C

Proposed Schedule
ACQUISITION FUNCTIONS

1. General Schedule Time Frame
(weeks)
a. Overview of Acquisition Functions

b. Purchase Functions

(¢

. Inleasing Function

d. Relocation Assistance Function

@

. Oversight of PCA Projects

—h

Formal Classroom Training
2. Functions To Be Performed:

a. Overview of Acquisition Functions. Read chapters 5, 6, and 12 of ER
405-1-12, and other pertinent regulations and policy guidance. Review incoming
and outgoing correspondence to gain familiarity with procedures and functions.

b. Purchase Activities. Assist senior realty specialist in the
preparation of and negotiations for acquisition of land, permits, licenses, and
rights of entry. Draft routine correspondence. Independently acquire nominal
value interests in real property.

c. Inleasing. Assist senior realty specialist in the preparation of and
the negotiation for various leases. Independently negotiate uncomplicated leases
and supplemental agreements.

d. Relocation Assistance. Become familiar with relocation benefits
available under PL 91-646. Assist senior realty specialist in the preparation
of a relocation plan, and the processing of relocation claims. Independently
process minor relocation claims.

e. Oversight of PCA Projects. Assist senior realty specialist in the
review of acquisition packages and activities of local sponsors for compliance
with PL 9 1-646, approval of credit for acquired lands, and oversight of
relocation assistance activities.

f. Utilize automated data systems, such as REMIS and RFMIS, to track
progress of assigned activities and to perform historical data research.
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Real Estate Career Intern Training Plan
Exhibit D
Proposed Schedule
MANAGEMENT AND DISPOSAL FUNCTIONS
1. General Schedule Time Frame

(weeks)

a. Overview of the M&D Functions

b. Outgrants

¢. Compliance and Utilization Inspections

d. Disposal/Terminations/Restoration Claims

e. HAP/BRAC Functions

f. Encroachments

g. Formal Classroom Training
2. Functions To Be Performed:

a. Overview of M&D Functions. Read chapters 7 through 11 of ER 405-1-12,
and other pertinent regulations and policy guidance. Review incoming and
outgoing correspondence to gain familiarity with procedures and functions.

b. Outgrants. Assist senior realty specialist in the preparation of
various  outgrants, supplemental agreements, and PAS reports. Draft routine
correspondence. Independently prepare minor outgrants.

c. Comp liance and Utilization Inspections. Assist senior realty
specia list in compliance and utilization inspections and the preparation of
applic able reports. Independently conduct minor compliance inspections and
prepare supporting reports.

d. Disposals/Terminations/Restoration Claims. Assist senior realty
specia list in preparation of disposal packages, termination of inleases and
outgrants, and processing restoration claims.

e. HAP/BRAC. Where either of the programs exist, the Intern should become
familiar with the Homeowners Assistance Program (HAP) benefits and Base
Realignment and Closure (BRAC) activities. Assist senior realty specialist in
processing HAP applications, and working on BRAC related activities.

f. Encroachments. Work with senior realty specialist in resolution of
encroachment problems.
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Real Estate Career Intern Training Plan
Exhibit D (continued)

g. Utilize automated data systems, such as REMIS, to track progress of
assigned activities and to perform historical data research.
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